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Training Agenda

Section Subject Area

1 Ralph M. Brown Act & Public Records Act

2 Conflict of Interest &Financial Disclosure

3 Due Process & Ex Parte Contacts

4 Legal Defense & Indemnification

5 Board of Supervisors Policy I-1

6 Planning Process

7 California Environmental Quality Act
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Training Overview

ÁThis training will:

Á Provide you with the knowledge and tools 
necessary to serve effectively

Á Identify your roles and responsibilities under the 
Brown Act, the Public Records Act, and Board 
Policy I-1 requirements

Á There are situational questions at the end of some 
sections that summarize material covered

Á To satisfy your training requirement, please 
complete and submit the Training Completion Form, 
which is available at the end of the training
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#ÏÕÎÔÙȭÓ /ÒÇÁÎÉÚÁÔÉÏÎÁÌ Structure

Chief Administrative Office

Citizens of 

San Diego County

Board of Supervisors

Health & Human 

Services Agency

Finance & General 

Government Group

Land Use & 

Environment Group

Public Safety Group
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Land Use and Environment Group

Agriculture, Weights and Measures

Air Pollution Control District

County Library

Environmental Health

Executive Office

Parks and Recreation

Planning & Development Services

Public Works

University of California Cooperative Extension
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Mission and Purpose of CPSGS

ÁUnderstand plans for new projects or 
developments within a community; 

ÁProvide a public forum where community input is 
welcomed; 

ÁWeigh public testimony against proposed 
benefits, enhancements and costs associated with 
a project; 

ÁMake a recommendation that reflects the 
ÃÏÍÍÕÎÉÔÙȭÓ ÐÏÓÉÔÉÏÎ ÔÏ #ÏÕÎÔÙ ÄÅÃÉÓÉÏÎ ÍÁËÅÒÓ
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Depending on the nature of the project, it may be: 

ÁThe Director of Planning & Development Services

ÁThe Zoning Administrator of the County of San Diego

ÁThe Planning Commission of the County of San Diego 
ɀseven members appointed by the Board of 
Supervisors

Á4ÈÅ #ÏÕÎÔÙȭÓ Board of Supervisorsɀfive elected 
members
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Governing Documents

ɆIdentifies rules for conducting open public 
meetingsBrown Act

ɆEstablishes rules for identifying and 
avoiding conflicts of interest 

Political 
Reform Act

ɆEstablishes policy and procedures for 
forming and operating groups and their 
responsibilities

Policy I-1 

ɆAdditional rules adopted by a Planning/ 
Sponsor Group relating to operational 
procedures & member conduct    

Group 
By-Laws



9

Planning vs. Sponsor Groups

Planning Groups

ɆElectedby voters in a 
community

ɆAppointed between 
elections

ɆMust live within 
community

Sponsor Groups

ɆAppointed by Board of 
Supervisors

ɆNominated by group, 
community, County 
staff, or Board of 
Supervisors

ɆMust live or own 
property within 
community
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Planning and Sponsor Groups

18 Planning Groups
9 Sponsor Groups

Groups range from 5 to 15 members and must consist of an odd 
number of members. 



SECTION 1

THE RALPH M. BROWN ACT:

#!,)&/2.)!ȭ3 /0%. -%%4).' ,!7

& THE PUBLIC RECORDS ACT
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Ralph M. Brown Act

ÁAuthored by Ralph Milton Brown

ÁPassed into law in 1953 

Á Intent of Brown Act: 

ÁȰAll meetings of a legislative body of a local 
agency shall be open and public, and all persons 
shall be permitted to attend any meeting of the 
ÌÅÇÉÓÌÁÔÉÖÅ ÂÏÄÙ ÏÆ Á ÌÏÃÁÌ ÁÇÅÎÃÙȢȢȢȱ  3ÅÃÔÉÏÎ 
54953(a)

Á CA Government Code Sections 54950-54963
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Purpose of Brown Act

Á Facilitates public participation and access to all 
phases of decision-making

Á Ensures the public has access to meeting 
documents and records

Á Ensures that deliberations and actions are:

ÁOpen and accessible to the public 

ÁHeld on a regular schedule

Á Adhere to a properly noticed agenda
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Defining Legislative Body

Á A legislative body is: 

ÁȰ4ÈÅ ÇÏÖÅÒÎÉÎÇ ÂÏÄÙ ÏÆ Á ÌÏÃÁÌ ÁÇÅÎÃÙ ÏÒ ÁÎÙ 
other local body created by state or federal 
ÓÔÁÔÕÔÅȱ 

OR

ÁȰ! ÃÏÍÍÉÓÓÉÏÎȟ ÃÏÍÍÉÔÔÅÅȟ ÂÏÁÒÄȟ ÏÒ ÏÔÈÅÒ 
body of a local agency, whether permanent or 
temporary, decision-making or advisory, 
created by charter, ordinance, resolution, or 
ÆÏÒÍÁÌ ÁÃÔÉÏÎ ÏÆ Á ÌÅÇÉÓÌÁÔÉÖÅ ÂÏÄÙȱ
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Types of Legislative Bodies
The Brown Act applies to the following:

ɆBoard of Supervisors; City 
Councils; School Boards

Governing 
Bodies

ɆPlanning Commissions; Sponsor 
Groups; Elected Planning Groups

Appointed 
Bodies

ɆPlanning Group Subcommittees; 
Budget Committees

Standing 
Committees

ɆUnseated newly elected or 
appointed members

New Members
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Definition of Meeting

ÁȰ!ÎÙ ÃÏÎÇÒÅÇÁÔÉÏÎ ÏÆ Á ÍÁÊÏÒÉÔÙ ÏÆ ÔÈÅ ÍÅÍÂÅÒÓ ÏÆ 
a legislative body at the same time and place to 
hear, discuss, or deliberate upon any item that is 
within the subject matter jurisdiction of the 
legislative body or the local agency to which it 
ÐÅÒÔÁÉÎÓȱ 3ÅÃÔÉÏÎ ΫΪίΫΨȢΨɉÁɊ 

ÁNo meetings shall take place without being 
properly noticed and posting an agenda 72 hours 
in advance of the meeting
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Achieving a Quorum
ÁA quorum means that a majority of the members of a 

group is present to discuss items.  This is required for any 
group meetings to occur.

ÁSimilarly, when voting, at least a majority of all the group 
members must vote in favor of a motion for it to pass, 
according to Policy I-1.  

ÁThus, if a quorum exists with five of nine members at the 
meeting, the vote must be unanimous among the 
members present for a motion to pass.

ÁThe results of each vote must be announced.  There can be 
no secret ballots, absentee votes, or proxy votes. 
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Á Meeting locations must be fully accessible under 
the Americans with Disabilities Act

Á Groups may not discriminate against attendees 
on the basis of race, religion, color, national 
origin, sex, ancestry, ethnic group identification, 
age, sexual orientation, etc.

Á Generally, group meetings must be held within 
ÔÈÅ ÇÒÏÕÐȭÓ ÂÏÕÎÄÁÒÉÅÓ ɉ'ÏÖȭÔ #ÏÄÅ §54954(b))

Meeting Locations
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Á Chair is responsible for setting the agenda, notifying 
ÐÒÏÊÅÃÔ ÁÐÐÌÉÃÁÎÔȭÓ ÁÔ ÌÅÁÓÔ Τ ×ÅÅËÓ ÂÅÆÏÒÅ ÔÈÅ ÍÅÅÔÉÎÇ

Á Each item on the agenda must include: 

Á Brief general project description

Á Project location (address and/or parcel #)

Á Date, time, and place of meeting

Á Opportunity for the public to comment

Á Identify each action to be taken 

Á Agenda items should be heard based on their order in 
the posted agenda

Á Continued Items should be placed first on the next 
ÍÅÅÔÉÎÇȭÓ ÁÇÅÎÄÁ

Composing Meeting Agendas
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Posting Meeting Agendas

ÁMeeting agendas must be posted:

ÁAt least 72 hours prior to a meeting

ÁOutside of the meeting location 

Á In a public place that is freely accessible 24 hours a day

ÁExamples: Building Door, Bulletin Board, or Window

ÁOn County website

ÁPDS will post group agendas online. Please send to: 
CommunityGroups.LUEG@sdcounty.ca.gov 

ÁNo agenda changes can be made less than 72 hours before a 
meeting

mailto:CommunityGroups.LUEG@sdcounty.ca.gov
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Á Posting agendas online does not replace publicly posting 
agendas

Á There is no requirement to publish agendas in a 
newspaper; however, Policy I-1 requires notice of the 
meeting to be placed in a community paper if one exists

Á Meeting agendas must be available in alternative 
formats for persons with disabilities

Á When no quorum is present and a meeting must be 
continued, a notice of adjournment must be posted at 
the meeting location

Posting Meeting Agendas
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are held at established dates, 
times, and locations

are called to discuss specific 
topics or items

ÁNotices serve as agendas and specify the 
business to be discussed

ÁNotices must be posted 24 hours prior to a 
special meeting

ÁNotices are given to each newspaper and 
television and radio stations upon request

Regular vs. Special Meetings
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Á All group meetings are open to the public 

Á All members of the public may attend and 
observe all group meetings  

ÁGroups cannot require the public to register, 
provide other information, complete a 
questionnaire, or fulfill any other condition to 
attend a meeting

Á Any attendance list, register, questionnaire, or 
similar document must clearly state that they 
are voluntary

0ÕÂÌÉÃȭÓ 2ÉÇÈÔ ÔÏ !ÔÔÅÎÄ -ÅÅÔÉÎÇÓ
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ÁMembers of the public must be allowed to:

Á3ÐÅÁË ÏÎ ÁÎÙ ÉÔÅÍ ×ÉÔÈÉÎ ÔÈÅ ÇÒÏÕÐȭÓ ÐÕÒÖÉÅ×

Á Speak on specific items before or during the 
ÇÒÏÕÐȭÓ ÃÏÎÓÉÄÅÒÁÔÉÏÎ ÏÆ ÁÎ ÉÔÅÍ

Á Criticize policies, procedures, programs, or 
services of the County or your group

Á If a person or group willfully disrupts a meeting 
such that orderly conduct becomes infeasible, 
the meeting should be postponed to a future 
time when a Sheriff can be present

0ÕÂÌÉÃȭÓ 2ÉÇÈÔ ÔÏ 0ÁÒÔÉÃÉÐÁÔÅ
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Action or discussion of non-agenda items by 
planning/sponsor groups is prohibited

For non-agenda items, Groups may:

ÅPlace the item on a future agenda
ÅAsk a question for clarification

ÅMake a brief announcement

ÅMake a brief report on activities

ÅProvide a reference for factual information

ÅAsk to report back at a subsequent meeting

Addressing Non-Agenda Items
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Á The public is permitted to record meetings using 
audio or video tape recorders, as well as still or 
motion picture cameras

Á Recording or broadcasting meetings cannot be 
prohibited or restricted unless a reasonable 
finding is made that the noise, illumination, or 
obstruction of view constitutes a persistent 
disruption of the proceedings

0ÕÂÌÉÃȭÓ 2ÉÇÈÔ ÔÏ 2ÅÃÏÒÄ -ÅÅÔÉÎÇÓ
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Á Documents distributed to groups are public 
records subject to the Public Records Act

Á All written materials distributed during a 
meeting must be made public:

Á At the meeting if prepared by a local agency 
or a member of a legislative body; OR 

Á After the meeting if prepared by some other 
person

ÁMaterials distributed less than 72 hours prior to a 
meeting must be available to the public at time 
of distribution

0ÕÂÌÉÃȭÓ 2ÉÇÈÔ ÔÏ !ÃÃÅÓÓ 2ÅÃÏÒÄÓ
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Meeting Exceptions

Below are meeting exceptions that may occur 
provided a majority of group members does not 
discuss group business:  

between a group member 
and a non-group member

that are open to the public and 
involve a discussion of issues of general 
interest to the public

held by another 
organization addressing a topic of community 
concern
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Meeting Exceptions

that take place in 
the community, such as festivals 

: Group members may 
attend subcommittee meetings as observers

: Open and 
publicized meeting of: 
Á another body of the local agency or 
Á legislative body of another local agency
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Planning and Sponsor Group Subcommittees

ÁThe Brown Act also applies to subcommittees: 

ÁRegular subcommittees of a CPSG are subject 
to the Brown Act

Á Limited purpose Ad Hoc committees 
(composed of fewer than 50% of CPSG 
members) are not subject to the Brown Act 

Á Ad Hoc committees than include members of 
the public are subject to the Brown Act 
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Brown Act Violation: Collective Concurrence

ÁCollective Concurrence (or serial meeting) occurs when 
ÔÈÅ ÍÁÊÏÒÉÔÙ ÏÆ Á ÇÒÏÕÐȭÓ ÍÅÍÂÅÒÓ ÁÒÅ ÍÁÄÅ Á×ÁÒÅ ÏÆ 
ÅÁÃÈ ÏÔÈÅÒȭÓ ÖÉÅ×Ó ÁÎÄ ÒÅÁÃÈ Á ÄÅÃÉÓÉÏÎ ÁÆÔÅÒ  ÉÎÔÅÒÁÃÔÉÏÎ 
between or among themselves

ÁAny use of direct communication, personal 
intermediaries, or technological devices employed by a 
majority of the members to develop a Ȱcollective 
concurrenceȱ is considered a meeting and is strictly
prohibited

ÁThere are two types of serial meetings: Daisy Chain or 
Hub and Spoke
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Types of Collective Concurrence:
Á$ÉÓÃÕÓÓÉÎÇ ÏÒ ÓÈÁÒÉÎÇ ÅÁÃÈ ÏÔÈÅÒȭÓ ÖÉÅ×Ó ÏÎ Á ÐÒÏÊÅÃÔ ÏÒ 

issue among a majority of members through a series of:

Á Emails 

Á Text messages

Á Phone conversations

Á Face-to-face conversations

Á Social Media (AB 992)

Á Personal intermediaries 

Á Straw polls

Developing collective concurrence is a violation of the 
Brown Act and is prohibited
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Á The District Attorney or others may file a civil 
action asking a court to: 

Á Stop or prevent violations or threatened 
violations

Á Determine applicability of the Brown Act to 
actions or threatened future actions

Á Determine whether any rule or action was 
valid 

Á Plaintiffs may seek court costs and attorney fees

Potential Civil Actions



34

ÁMembers may be found guilty of a misdemeanor
if: 

Á They attend a meeting where action is taken 
in violation of the Brown Act

AND

Á They intend to deprive the public of 
information that they know or have reason to 
know the public is entitled to   

Criminal Violations/Penalties
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Question #1

SITUATION:  
A newly elected/appointed planning or sponsor 
group member, who has not yet been seated, 
has engaged in a series of emails and texts with 
a majority of the group discussing a future 
agenda item.  

TRUE or FALSE:

The newly elected/appointed member and the 
seated members have violated the Brown Act.
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Answer #1

ÁAll newly elected or appointed group members 
who have not yet been seated are subject to the 
provisions of the Brown Act  

ÁA majority of group members may not discuss any 
group business via text or email  

ÁAll group business must be discussed during an 
agendized public meeting
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Question #2

SITUATION:  

An applicant requests a project be added to the 
agenda less than 72 hours before a meeting.  
The Chair does not add the project to the 
agenda.  However, the applicant attends the 
meeting and requests the group discuss and 
take action on the project. 

TRUE or FALSE:

The Group may discuss and take action on the 
ÁÐÐÌÉÃÁÎÔȭÓ ÐÒÏÊÅÃÔ ÓÉÎÃÅ ÔÈÅ ÁÐÐÌÉÃÁÎÔ ÉÓ 
attending the meeting.
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Answer #2

ÁGroups cannot take action on or discuss any item or 
project not on the posted agenda  

ÁInstead a group may:
Á Ask questions for clarification
Á Make a brief announcement
Á Make a brief report on activities 
Á Provide a reference for factual information
Á Request to report back in a subsequent 

meeting 
Á Place the matter on a future agenda    
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Question #3

SITUATION:  

The meeting agenda was posted 72 hours in 
advance of the next meeting.  A fellow group 
member requested that the Chair add an action 
item to the posted agenda within 72 hours of 
the meeting. 

TRUE or FALSE: 

The action item may be added to the agenda as 
long as the agenda is reposted before the 
meeting.  
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Answer #3

ÁPosted agendas may not be revised less than 72 
hours prior to a meeting  

ÁAgendas may be revised up to 72 hours before a 
meeting  

ÁAction items may not be added during a meeting
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California Public Records Act

In enacting the Public Records Act, the 
Legislature, mindful of the right of individuals to 
privacy, declared that ȰÁÃÃÅÓÓ ÔÏ ÉÎÆÏÒÍÁÔÉÏÎ 
ÃÏÎÃÅÒÎÉÎÇ ÔÈÅ ÃÏÎÄÕÃÔ ÏÆ ÔÈÅ ÐÅÏÐÌÅȭÓ ÂÕÓÉÎÅÓÓ ÉÓ 
a fundamental and necessary right of every person 
ÉÎ ÔÈÉÓ ÓÔÁÔÅȱ 'ÏÖȭÔ #ÏÄÅ §6250
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California Public Records Act

ÁGovernment Code Section 6250 et seq. allows 
ÁÃÃÅÓÓ ÔÏ ȰÐÕÂÌÉÃ ÒÅÃÏÒÄÓȱ

ÁȰ0ÕÂÌÉÃ ÒÅÃÏÒÄÓȱ ÉÎÃÌÕÄÅȡ

ÁȰÁÎÙ ×ÒÉÔÉÎÇ ÃÏÎÔÁÉÎÉÎÇ ÉÎÆÏÒÍÁÔÉÏÎ ÒÅÌÁÔÉÎÇ 
ÔÏ ÔÈÅ ÃÏÎÄÕÃÔ ÏÆ ÔÈÅ ÐÕÂÌÉÃȭÓ ÂÕÓÉÎÅÓÓ 
prepared, owned, used, or retained by any 
state or local agency regardless of physical 
ÆÏÒÍ ÏÒ ÃÈÁÒÁÃÔÅÒÉÓÔÉÃÓȢȱ 'ÏÖȭÔ #ÏÄÅ §6252(e)
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7ÈÁÔ #ÏÎÓÔÉÔÕÔÅÓ Á Ȱ7ÒÉÔÉÎÇȱ

ÁȰ7ÒÉÔÉÎÇȱ ÍÅÁÎÓȡ 

ÁȰÁÎÙ ÈÁÎÄ×ÒÉÔÉÎÇȟ ÔÙÐÅ×ÒÉÔÉÎÇȟ ÐÒÉÎÔÉÎÇȟ 
photostating, photographing, photocopying, 
transmitting by electronic mail or facsimile, 
ÁÎÄ ÅÖÅÒÙ ÏÔÈÅÒ ÍÅÁÎÓ ÏÆ ÒÅÃÏÒÄÉÎÇ ȣ 
regardless of the manner in which the record 
ÈÁÓ ÂÅÅÎ ÓÔÏÒÅÄȢȱ  'ÏÖȭÔ #ÏÄÅ §6252(g)
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Groups are Subject to a Request

ÁPlanning and Sponsor Groups are subject to Public 
Records Act requests (PRAs)

ÁAll writings related to Planning and Sponsor Group 
business may need to be disclosed upon request

ÁYou will need to disclose all public records in your 
possession ɀINCLUDING emails and text messages 
on your personal devices ɀÔÈÁÔ ÁÒÅ ÔÈÅ ÐÕÂÌÉÃȭÓ 
business:

ÁBased on content, scope, context/purpose, and 
audience
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Disclosure Exemptions
ÁThe Public Records Act includes certain exemptions from 

disclosure to protect reasonable privacy interests, but unless 
an exemption applies, responsive records must be disclosed

ÁCommon exemptions include:  litigation, personnel, law 
enforcement, taxpayer info, and other privileged 
communications.

ÁȰ.Ï ÓÔÁÔÅ ÏÒ ÌÏÃÁÌ ÁÇÅÎÃÙ ÓÈÁÌÌ ÐÏÓÔ ÔÈÅ ÈÏÍÅ ÁÄÄÒÅÓÓ ÏÒ 
telephone number of any elected or appointed official on the 
Internet without first obtaining the written permission of that 
ÉÎÄÉÖÉÄÕÁÌȢȱ  'ÏÖȭÔ #ÏÄÅ §6254.21(a).

ÁCounty staff can assist with questions if your group is subject 
to a Public Records Act request
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Question #4

SITUATION:  

The County receives a Public Records Act 
request from an interested citizen requesting all 
correspondence, received by or sent by a 
planning/sponsor group and any of its members, 
relating to a development project.

TRUE or FALSE:

The group members must disclose all emails, 
text messages, and other correspondence in 
their possession, that relate to the project, 
unless an exemption exists. 



47

Answer #4

ÁEach group member must review his or her files, 
computer, and cell phone for records that are 
responsive to the Public Records Act request.  The 
group should work with County staff to disclose 
all records responsive to the request, unless 
particular records are determined to be exempt 
from disclosure.





SECTION 2

CONFLICT OF INTEREST AND

FINANCIAL DISCLOSURE
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Conflict of Interest

ÁAppointment to a Planning or Sponsor Group 
constitutes a public trust that must always be 
respected

ÁConflict of interest exists when your private 
interests conflict with your official responsibilities

ÁYou may never engage in an activity that creates a 
conflict between your personal interests and 
those of the community that you represent   

ÁYou should also avoid situations that could give 
the appearance of a conflict
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Conflict of Interest Codes

ÁThe Political Reform Act requires the adoption of 
Conflict of Interest Codes

Á Government Code Section 81000 et. Seq. 

ÁConflict of Interest Codes have been adopted for 
all Planning/Sponsor Groups 

ÁConflict of Interest Codes for each Planning/ 
Sponsor Group can be found at the Clerk of the 
Board of Supervisors website or with the 
Registrar of Voters:  
http://www.sandiegocounty.gov/cob/conflict_interest/index.html

http://www.sandiegocounty.gov/cob/conflict_interest/index.html
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Financial Disclosure

ÁALL group members are required to:

Á File Form 700 Statement of Economic 
Interests 

ÁRecuse themselves when they have a financial 
interest in a decision

Á Publicly disclose economic interests when 
recusing/disqualifying themselves
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When to file Form 700 Statements

ÁFinancial disclosure statements must be filed:

Á When filing a petition for nomination with Registrar 
of Voters (planning groups only)

Á Within 30 days of assuming office

Á Annually by March 31 for seated members

Á Within 30 days of leaving office

ÁForm 700 statements must be filed timely and accurately
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Where to find Form 700

Á Available from the FPPC at: 

Á http://www.fppc.ca.gov/Form700.html

Á 1-866-ASK-FPPC 
(1-866-275-3772)

Á 1-916-322-5660

Á Resources, including video tutorials, are 
available on the FPPC website

http://www.fppc.ca.gov/Form700.html
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Where to file Form 700 Statements

Forms should be mailed to:  

ÁPlanning & Development Services
ATTN: CPSG Liaison
5510 Overland Ave, Ste #310
San Diego, CA 92123
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What to Disclose on Form 700

Investments 

Interests in Real Property (not principal residence)

Commission, Income & Loans to Business Entities

Income From Rental Property

Income (other than loans and gifts)

Income from Loans and Gifts ($50+)

Business Positions 
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Recusals and Disqualifications

ÁYou cannot influence or vote on any decision that you 
know or have reason to know will have a reasonably 
foreseeable material effect on your economic interests

ÁYou must disclose any disqualifying interests and 
recuse/disqualify yourself from discussions in which you 
have a conflict

ÁYour determination not to act and disclosure of 
disqualifying interests is a public record 

ÁImportant: Disqualification precludes any and all 
discussion of the item with staff and/or fellow group 
members
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Conflict of Interest

ÁIf a conflict of interest arises you must recuse/ 
disqualify yourself from taking part in the group 
discussion and vote:

ÁOral or written disclosure of the financial interest

Á Presence not counted towards the quorum

ÁRecommended to leave the room 

ÁDoing so shows respect for the public trust placed 
upon you as a member and ensures that you are not 
violating Policy I-1 or the Political Reform Act.
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Defining Material Financial Effect 

ÁAny business entity or real property in which you 
have an investment worth $2,000 or more 

ÁAny source of income totaling $500 or more 
provided to, received by, or promised to you 
within 12 months prior to a decision

ÁAny business entity that you are a director, 
officer, partner, trustee, employee, or hold any 
position of management

ÁAny donor of a gift(s) totaling $250 or more 
provided to, received by, or promised to you 
within 12 months prior to decision
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Personal Interests

ÁYou may represent your personal interests before the 
group if you recuse/disqualify yourself (not from the 
dais)

Á'Personal interests' include: 

Á Any interest in real property wholly owned by 
you or your immediate family

OR

Á A business entity which is either wholly owned by 
you or your immediate family, or is under your 
sole direction and control, or the sole direction 
and control of you and your spouse jointly
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Bribery or Graft

ÁYou may not solicit, accept, or agree to accept 
anything of value in return for performing or 
refraining from performing your membership duties

ÁYou may not use your position to:

Á Use information that is not available to the 
public to secure private gain for you or your 
family 

Á Induce or coerce, or appear to induce or coerce 
any person or entity to provide financial benefit 
to yourself or other entity or person
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Gratuities

ÁYou cannot accept any gift(s), gratuity, favor, 
entertainment, loan or any other thing of monetary 
value totaling $250 or more, either directly or 
indirectly, from any person, firm, corporation, or 
other entity which would benefit materially from the 
outcome of a group decision.  

ÁYou must report any acceptance of gratuities totaling 
$50 or more, and recuse/disqualify yourself from 
participating in group activities related to the person, 
firm, corporation, or other entity responsible for the 
gratuity.

Note: These are the limits identified in BOS Policy I-1
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Campaign Contributions

ÁCandidates for membership may notaccept or 
receive any campaign contributions:  

ÁThat will cause the total amount contributed 
by the same person to exceed the sum of $250 

Note: These are the limits in BOS Policy I-1
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Ethics Training

ÁAll members must complete the State mandated 
ethics training for local officials:

ÁWithin first year of being seated

AND

Á Every two years after the initial training



65

Accessing Ethics Training

ÁState mandated ethics training (A.B. 1234) is available:

Á Fair Political Practices Commission (FPPC): 
http://www.fppc.ca.gov/learn/public-officials-and-employees-rules-/ethics-
training.html

Á Two Hours of Self-Study (reading materials and test)

ÁUpon completion, forward your Training Certificate to 
Planning & Development Services to receive credit for 
taking the training(In order to fulfill the mandate, the 
certificate or certificates need to document two hours of 
training)

http://www.fppc.ca.gov/learn/public-officials-and-employees-rules-/ethics-training.html
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Question #5

SITUATION:  

You are a planning group member and a project 
is proposed on land you partially own.  Your 
investment in the land and project exceeds 
$2,000.  The project is before your group for a 
recommendation.  

TRUE or FALSE:

You must recuse/disqualify yourself from taking 
any action on your project and then state the 
reasons for your disqualification.  



67

Answer #5

ÁYou must disqualify or recuse yourself from taking 
any action that you know or have reason to know 
will have an effect on your private financial 
interests

ÁYou must disclose your disqualifying interest as a 
matter of public record when recusing yourself   



68

Question #6

SITUATION:  

%ÉÇÈÔ ÍÏÎÔÈÓ ÁÇÏ Á ÒÅÓÉÄÅÎÔ ÉÎ ÙÏÕÒ ÇÒÏÕÐȭÓ ÁÒÅÁ 
gave you a gift exceeding $250.  Now, that 
resident is proposing a project that is before 
your group for a recommendation.   

TRUE or FALSE: 

You may vote on the proposed project that 
would financially benefit the resident.  
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Answer #6

ÁYou must recuse/disqualify yourself if you 
received gifts worth $250 or more within 12 
months prior to a decision from the applicant 

ÁYou must disclose your disqualifying interest

ÁYou cannot receive anything of value in return for 
performing or refraining from performing your 
duties  





SECTION 3

DUE PROCESS AND 

EX PARTE CONTACTS
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Due Process and Ex ParteContacts

Ȱ%ÁÃÈ ÇÒÏÕÐ ÓÈÁÌÌ ÃÏÎÄÕÃÔ ÉÔÓ ÍÅÅÔÉÎÇÓ ÉÎ 
accordance with the Brown Act and any other legal 
requirements, including but not limited to the 
Political Reform Act and Conflict of Interest Codes, 
necessary to assure the project's proponents and 
opponents and other members of the public 
receive a fair opportunity to be heardȢȱ  
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Due Process and Ex Parte Contacts

ÁA party or applicant has a constitutional right of due process 
when a board or commission is making a decision that could 
ÉÍÐÁÃÔ ÔÈÅ ÐÁÒÔÙȾÁÐÐÌÉÃÁÎÔȭÓ ÐÒÏÐÅÒÔÙ ÒÉÇÈÔÓ

ÁDue process means the decision making process is fair:

ÁThe decision maker must hear all the evidence

ÁThe decision maker must not be biased or have prejudged 
the matter

ÁThe decision is based on substantial evidence

ÁThe affected party knows what evidence the decision was 
based on and has an opportunity to comment on or rebut 
the evidence



74

Due Process and Ex Parte Contacts

ÁȰ%Ø ÐÁÒÔÅȱ ÃÏÍÍÕÎÉÃÁÔÉÏÎÓ ÏÃÃÕÒ ×ÈÅÎ ÄÅÃÉÓÉÏÎ 
makers receive evidence outside of noticed hearings

ÁThis can include site visits, speaking with parties/ 
witnesses or conducting outside research

ÁBecause the affected party has a right to comment on 
the basis for the decision, decision makers should 
either avoidex parte contacts, or should discloseany 
facts gathered outside the hearing or ex parte 
contacts prior to the close of the hearing





SECTION 4

LEGAL DEFENSE & INDEMNIFICATION
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Legal Defense & Indemnification

ÁProvided to encourage the fullest possible 
participation of qualified and interested residents 
as members

ÁLocated in Article VIII of Policy I-1 Bylaws

ÁDefense and indemnification may be declined 
under certain circumstances
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Legal Defense & Indemnification

ÁPlanning/sponsor group members must meet all 
of the prerequisites in Policy I-1, including:

ÁComplete Annual Planning/Sponsor Group 
Training

ÁComplete state mandated ethics training 
every 2 years (AB 1234 training ɀtwo hours)

Á Accurately and timely file Form 700 -
Economic Disclosure Statements
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To Receive Defense & Indemnification:
You are an elected or appointed member at the time 

the alleged act or omission occurred 

The alleged act or omission occurred during a lawful group 
or sub-committee meeting

Alleged act or omission was within reasonable scope of group duties and was not in 
violation of Policy I-1 or adopted By-Laws

9ÏÕ ÈÁÖÅ ÃÏÍÐÌÅÔÅÄ ÔÈÅ #ÏÕÎÔÙȭÓ ÍÏÓÔ ÒÅÃÅÎÔ ÐÌÁÎÎÉÎÇȾÓÐÏÎÓÏÒ ÇÒÏÕÐ ÔÒÁÉÎÉÎÇ

You have submitted a written request to County Counsel within 
5 business days of being served legal papers 

Duties were performed in good faith with such care as an ordinarily prudent 
person in a like position would use under similar circumstances

You have completed the most recent State mandated biennial ethics training

Your financial disclosure statements were filed timely and accurately 
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Defense & Indemnification
ÁThe County may decline defense and 

indemnification if any of the following conditions 
exist:

Á You do not reasonably cooperate in good 
faith with County Counsel in the defense of 
the claim for action

Á You acted or failed to act because of fraud, 
corruption, actual malice, or bad faith

Á You have more than oneprior substantiated 
violation of the Brown Act or Policy I-1







SECTION 5

BOARD OF SUPERVISORS 

POLICY I-1
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Board Policy I-1:

ÁEncourages public participation in 
County decision-making processes

ÁProvides a uniform process for:
ÁObtaining community input on land 

development projects

ÁCreating and operating 
Planning/Sponsor Groups

ÁPreparing, revising, and implementing 
Community and Subregional Plans



85

Planning/Sponsor Group Purpose

ÁAdvise County decision-makers on:

Á Approval or denial of discretionary 
projects

Á Preparing, amending, and implementing 
Community and Subregional Plans

Á Planning and land use matters important 
to the community
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Membership Requirements 

All CPSG members must: 

Á Be 18 years old or older
Á Be registered voters
Á Planning Group members must live in the pertinent    

planning area and Sponsor Group members must either 
reside or own property within the sponsor group boundaries

3 Additional requirements: 

Á Complete Community Planning/Sponsor Group Training 
annually

Á Complete State-Mandated Ethics Training every two years
Á File Form 700 Economic Disclosure Statements annually
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Membership Terms

ÁGroup members serve 4-year terms

Á Terms begin upon confirmation by the Board of 
Supervisors

Á Terms expire the 1st Monday after January 1st, 
unless members are reelected or reappointed

ÁMembers appointed to vacant seats midterm 
must serve out the full unexpired term of the 
seat they are filling, and need to be reelected or 
appointed once term expires
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Group Officers

ÁMembers elect the following officers each year:

(duties may be shared among 
members)

ÁNominated by group members or a nominating 
committee

ÁOfficers take office at the end of the meeting during 
which they are elected 

ÁThere are no term limits for group officers
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Chair Responsibilities
Á Supervises the Planning or Sponsor Group

Á 4ÒÁÃËÓ 'ÒÏÕÐȭÓ ÃÏÍÐÌÉÁÎÃÅ ×ÉÔÈ ÍÅÍÂÅÒÓÈÉÐ 
requirements & fills vacancies

Á Coordinates with Project Planner to develop meeting 
agendas

Á Presides over all Group meetings

Á Acts as official Group spokesperson

Á Assigns duties to the Vice-Chair and other members as 
necessary
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Vice-Chair
ɆPerforms duties assigned by the Chairperson

ɆAssumes Chair duties and responsibilities in 
#ÈÁÉÒȭÓ ÁÂÓÅÎÃÅ ÏÒ ÁÓ ÁÓÓÉÇÎÅÄ ÂÙ #ÈÁÉÒ

Secretary

ɆRecords all meeting Minutes
Ɇ-ÁÉÎÔÁÉÎÓ 'ÒÏÕÐȭÓ ÃÏÒÒÅÓÐÏÎÄÅÎÃÅ ÆÉÌÅ
ɆKeeps rolls, certifies presence of quorums
ɆKeeps record of all group actions

Vice-Chair and Secretary Duties



91

Unexcused Absences

ÁMembership may be forfeited if you miss:

Á 3 consecutive monthly meetings

Á 6 consecutive twice-monthly meetings

OR

Á 1/3 of the total number of meetings in a 
calendar year

ÁForfeiture or waiver of forfeiture requires 
a majority vote by the Group
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Candidate seated as group member

Candidate completes CPG/CSG Training  

Board of Supervisors confirms appointment at public hearing

Group recommendation sent to Board of Supervisors

Group considers applications and recommends candidate

Meeting agenda is posted in a public place

2ÅÇÉÓÔÒÁÒ ÏÆ 6ÏÔÅÒÓ ÃÏÎÆÉÒÍÓ ÁÐÐÌÉÃÁÎÔȭÓ ÑÕÁÌÉÆÉÃÁÔÉÏÎÓ

Candidates submit applications  

Chair posts Vacancy Notice in the community & sends copy to PDS

Group Chair informs PDS within 10 days of vacancy, copy of written resignation

Process for Filling Vacancies


